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December 12th, 1923. 


Mr. Thomas Warburton, 
15 Humphrey Street, 
Cheathem Hill, England. 


Deer Sir: 


In response to yours of December 3rd, I am sending 
you under separate cover a copy of our “Historical Sketch" 
for which you asked together with a list of our publications 
since then. These are for sale to any one irrespective of 
whether they are a member or no. 


ae réniet to add that the subscription to the medal 
— crossing the Ghannel was & limited one, and that we have 
no more copies that are available. ‘They were issued at five 
dollars for the bronze and ten for the silver. 


Vory truly yours, 


Sesretary. 


January lith, 1924 


Thomas Warburton, Hsqe 


15 Humphrey Street 
Cheatham Hiil 
Manchester, Ne 

Dear Sirs 

Your ietter of December 3let is at hand, 
and & copy of the Catalogue you desire is being 
sent under separate Gover. A biil is ercloued. 

Concerning your enquiry as to the number 
of medals struck to commemorate the Channel Cross- 
ing, 1918, I beg to inform you that there were 71/ 
copies in silver and /36 copies in bronzee In | 
addition, one gold copy was struck for presenta- 
tion to the King and Queen of Belgium. 


Very truly yours, 


Secretary 
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This folder belongs: in ‘Yransfer Volume No. 


The preceding folder of this numoor le in Transfer Vol. No. 


: ALPHABETICAL FILING, : : a THE RECORD OF TRANSFERS 
~— 1. Place in the file a set of Guide Cards indexed with the sub. ee 
; divisions of the alphabet. Fora single file use 25 guides indexed from oes ‘May pe Ker Spa BR uab ost onthe formibelow-or 
A to 4, For larger outtits we can supply yuides alphabetically sub- : both may be used. 


divided into sets of all sizes from 40 to B000 A to Z, provided the quantity 

is a multiple of 20, as 40, 60, 80 100, etc. For such outfits we suggest 
cee the use of 40 guides to each files 
2., Write the name of firm, individua} or r subject on 7 the Sides Oe oe 

using a separate folder for each peniDes index Raid folder. ay Placing. it Sh ie 
a between. the alphabetical guides, — - oe ee 


NUMERICAL INDEXING. 


3. Place i in the file a set of guide cards. ST nberod fan 10 up ie) 
intervals of 10. (Other aystems furnished when required, ) : 
‘4. Use a separate folder for each firm, individual or subject, : 
Number all folders” consecutively. then file fem between bag Above 
»- mentioned guides. — oe ( 
6. Asakey to “Abe Biter dd fliers use a “Globe-Wernicke Caré ee 
oo Cabinet with alphabetically indexed ‘guide’ cards and a separate record tS 
card for.each party having a folder, (Sample card especially printed Oe 
. for this purpose will be furnished on application. ) : 
4 _Norz—lIt is very simple to cross-index any of the folders” by 
using extra cards bearing the folder number one filed under ites: 
- perta:s ning to the eee oo — : 


TRANSFERRING, 


6. Be sure you enter the date you began using this system either 
on this folder or on'a separate card, 
|. Pransfer each folder as it hear bulky by removing contents _ 
and placing itin a transfer folder which in turn is placed in a transfer __ 
case numbered froml up. Under **Record of Transfers’? ee: sure to. 
_ enter the date and transfer case number, | : — 
oe 8. It is sometimes desirable to transfer all the file a once, in. 
-- which case remove all the guides, folders and contents, placing themina 
Vertical File Storage Transfer wate then puts a new pet. ef guides and 
solders i in the cabinet. es 


SUGGESTIONS. 


a The best results are obtained. by attaching to. all letters the tissue . 
copy of yourreply. This facilitates reference.  —_— ae 
ae Folders are furnished in medium and heavy whic For. satis - : 
“faction and economy we recommend the use of Peay) Weight which ‘wear a 
: yell and easily stand vertically in the files. 7 
- Do not permit your supply of folders to feos exhausted? They 
may be procured from our Agents in alllarge cities or our branch s pores in 

New York City, Boston, Chicago, London, —_ 


